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l The Director of Training Is charged with the development, direction, and conduct of ail Agency trailing 

tern*? JLrticlpatien in training program at appr^riate sartarnal facilities, public 
Sd^rivate, in the U.S. and overseas, under applicable pwwisicns of Public IotllO (31st ^c^onK 

The WrectJ of training also participates in the formation ofthe policies «* 

the CIA Career Service Program, designed to identify, develop, effectively use, and ward individuals who have 
the aUll 3 required by the Agency and to motivate them towards rendering maximu m eerviee to tha Ag y, 

o Tn Alt the resoonsibilities of the Director of Training, the Office of Training consist B of the Office 

h ttSSTttSLS. ttTSKl? tfteLSc (Special) * a Support Staff, and an Assessment and ivaluation Staff. 
The^^of Training (Special) is responsible for training personnel of the 

-5X1 tine | . I w a 1L^Ztth e training recuirSnents of the non-covert and covert offices of 

the Agency. The Support Staff is responsible for providing administrative, ^^i o al and technical h 

ihe oSK rf TrainSS. The Assessment and Evaluation Staff is responsible for Providing aseee«M»t^«d-^v»ttd- „ 
^iScfs toX^fice oTSSg, the clandestine services, and when requested to other consents of the 

Agency. 

3 The Office of Training is in every sense a service organisation for all of theOff icesof 

3 , me uiiioe a*, ratnjwmnel to serve the Agency. Mew professional personnel reerumea 

oo Zt*r few ,ualiXl^ tfew aw b. la «»i* 
mot fe« «fl«W to tb. ttm of Urtdil- 

thoi* prof^Snal «**«• aa Int^weo 

, 4. Tfe. Budget of tfe. Office «***'*%££ 

gSA&A t*at 

wa$°S£e * t>A** ofluTSl Prfaoae q* oT appropriate 

institutions. 
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The aajor aaco^lafeaaata of tha office of teaiaiag MW4 »* 1953 W ®* S 
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part of the career service in the Agency. uoo/iye:,* 
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OFFICE OF mil? ISO (OHSEiAL) 


fh© Office of training (General) is res$x>nsible for all Agency training programs, both within CIA and at external 
facilities, sxaapt for training in the principles and techniques of clandestine operations and in the various 
fields of clandestine intelligence and eseeative actions. 
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professional personnel of the Agency. It conducts a training program on an unclassified basis for professional 
personnel in provisional clearance status. It operates a reading inprove®»nt laboratory to improve the reading 
speed and reading ccaoprohension of Agency personnel. 


25X1 


PROGRAMS DIVISION 

The Programs Division develops, directs, and arranges for training programs in area, area combined with language^XI 
and in scientific, technical, industrial and other related substantive fields, withi n the Agency end at appro* 
nriftte external facilities, for the specialised training of professional personnel. 


LANGUAGE SERVICES DIVISION 


The l anguag e Services Division develops, directs and conducts basic and advanced language training programs in 
a number of hh«a 1 and exotic languages on a class and individual self** study basis in an audio-visual language 
laboratory within the Agency. It arrange® for language training programs for Agency personnel at appropriate 
external facilities. It develops and provides language training aids, materials and devices for these purposes. 

MANAGEMENT TRAINING DIVISION 


The Management training Division develops, directs and conducts training programs for executive, administrative, 
and supervisory personnel in the principles and techniques of effective m ana gemen t and human relations in order 
to conserve the human and physical resources of the Agency* It directs and conducts clerical induction, orient ar* 
ticn and refresher training programs for new and on-duty clerical personnel. 


PLANS AND POLICY STAFF 

the Plant and BaLicy Staff identifies training problems and training recpiirements of the Agency (except those 
for training in the principles and techniques «f intelligence and executive action far the clandestine services; , 
recommends solutions to problems and develops training policies, plans, standards and programs to require- 
ments. It prepares end recommends solutions to jlannimg and operational problems of the Director ^of Training 
and the Deputy Director of Training (General). It develops organisational plans for the Office of Training 
(General) and makes recoasasadations regarding modifications of the mission and functions of 

of 0TR(G) • It establishes the scope and terms of reference for, and produces handbooks on substantive inteJJl- 
gence subjects far use in training and for ether Wfpos&B, . 
the operating div is i on s of the Office of Training v » 

in liaise® with the other offices of the Agency* 


Approved For Release 2004/05/05 : CIA-RDP55-00110A000200030008-3 




STAT 


Approved For Release 2004/05/05 : CIA-RDP55-00110A000200030008-3 


mmwuBmms and objectives 


The Major i^oonplisJaesnt® of the Office of Training (General) during fiscal year 1953 wares 

(1) the relating of established training courses and programs and training policies to the CIA Career 
Service Program in order that the function of training would be exorcised aoare directly as an integral 
pert of the career service in the Agency. 

(2) the conduct of a coi^rehaasive survey of all offices of the Agency to identify Agency training require- 
ments in all categories of external training for fiscal years 1954 and 1955, for budget pwrjoses and 
for the planning, development, and establishment of adequate training programs to meet those require- 
ments. 

(3) the establishment and , maintenance of dose, continuing communication with aU offices of the Agency ®n 
training plans, policies, programs and problems by means of a Training liaison Officer system and 
regularised group meetings conducted by the Office of Training (General) . 

(4) the direction, conduct and iL^rov«Bent of training courses and programs, and activities which wars 
organised end established in fiscal year 1953* 

The specific training activities and accoaplisliments of the Office of Training(General) in fiscal year 1953, and 
developmental plans and objectdvac in fiscal year 1954 are as follows* 


A. 


INimiGgNGE MJi 

(1) The purpose of intelligence training at basic and intermediate levels is to improve the capability of 
personnel to serve the Agency I gr increasing their hncwledge of the organization, mission and responsi- 
bilities of the Central Intelligence Agency and its place in the national intelligence structure, by 
taproving their understanding of the principles of national strategic intelligence, and by enlarging 
their capability to perform the skills and techniques required in the intelligence profession. Tof 
accomplish this purpose intelligence training of various scopes, levels, and depths is required for all 


Agency personnel. 


<$) 

a/le 


The Basic Intelligence Gourse/Ce a 6 week course designed to provide basic training on the principle, 
methods and techniques of intelligence faraUnw professional personnel of the Agency, The 
of the course was substantially revised after a survey of all of the Offices of the A b^» and the 
course is now required by CIA Regulation for all new professional personnel. It may be taken by «*• 
duty professional personnel at the request of the Office concerned. It is new ^fared on a aeatbly 
basis. In FI 1953, Y personnel were trained in this course. In FI 1954, with 12 courses sch^ul , 
it is estimated that \ \ peraonned. will be trained. The content and conduct of the course 
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improved as eoq><ari©nce suggests, and as the ©valuation ©f the oi>-thogob performance of personnel 
taking the course indicates. Limited numbers of selected personnel ef the intelligence coisponente of 
the Bspartnents of State, Array, Havy and Air Feme will receive training in the Basic Intelligence 
Coarse. It is estimated that a total of 24 personnel will receive such training in FI 1954, 6 per 
year from each Department. 

(3) Two Intermediate Intelligence Courses, designed to meet specific office requirements fear specialised 
intensive training in intelligence methods and skills, have recently been established, a 40 hour 
Research Methods Course and a 160 hour Scientific IntaHiganoe Course. These courses were of value 
in developing the particular skills and techniques of experienced professional intelligence officers. 

2a W% 1953* there were S personnel trained in each course. It is estimated that 100 personnel will be 
trained in such courses in FI 1954 became® of increasing office interest in such training. Additional 
courses of various content and length will be developed and conducted in response to requirements 
stated by the various offices. The courses- in-being will be continued in FI 1954, and offered as 
often as required. 

(4) The Provisional Training Program Is a program of unclassified training in intelligence and work pro- 
jects far professional personnel entered on duty in provisional-clearance status. This program was re- 
instituted in May ef 1953, after having been discontinued, in order to retain valuable recruits whose 
services would otherwise be lost to the Agency. Personnel remain in the training program until the 
completion ef full security clearance action in each case. 100 personnel were trained in this program 
in FI 1953. It is estimated, on the basis of about 20 personnel per month, that 240 personnel will be 
trained in FI 1954. 

(5) The Indoctrination Course is a 3 bow course designed to acquaint all new personnel with the language 
of intelligence, and the organization, mission and responsibilities of CIA. This course is required 

by CIA Regul ation for all new personnel of the Agency as a part of entrance-on-duty procedure. In 

FI 1951, 1 I pgraonnsl wore trained, including 30 selected personnel from the Directorate of Intelli- 
gence, USAF. It is estimated that about the seme number will be trained in FI 1954- 

(6) The Orientation Program is a 12 hour program, conducted quarterly, to broaden the scope ana comprehen- 

sion of the information of Agency personnel with respect to the intelligence process a^d the governmental 
intelligence conramity. It is required by CIA Regulation for all personnel, GS grade 5 and up, within 
two years of their aatr ane e-on-duty , The presentations of the Director of Central Intelligence, the 
Deputy Director, and of key ^jver omental officials are prepared as Train ing Bu lletins and distributed ~-|-at 
to all Agency personnel for thoir information and guidance. In FI 1953, I | personnel wore trained, 

i ncluding 89 selected personnel from IAC agencies. It is estimated that there will be no change in 
workload in FI 1954* 
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B. 


(7) Limited numbers of Department of the Arsy, G-2, designee© receive 15 day active-duty tours with the 
Agency as a pert of Mobilisation training. Such personnel attend the CIA indentation Course and are 
assigned to one of the Offices of the Agency for on-the-job training sod experience for the balance 
of their tour. It is estimated that 24 personnel will be trained in ft 1954. 

(8) Presentation© Program. A one hour presentations program to provide a discussion medium for key Agency 
officials on current problems which affect the work of the Agency and on method© to resolve them. 

This program was established in August 1952, and some 14 presentations were given. This program is 
con ducted a t the request of the various conponents of the Agency. The workload in fiscal year 1953 
was | | The status of this program in fiscal year 1954 has not yet been determined. 

(9) Special Lectures are conducted at various Department of Defense schools and colleges, the Department of 
State sad other institutions, and special briefings are made to {selected governmental and foreign 
officials, on the organization, mission and responsibilities of CIA, It is expected that requirements 
for such lectures and briefings will continue throughout FT 1954. 

(10) The scope and terms of reference fear a series of manuals on intelligence subjects have been established. 
The initial manual in Intelligence Collection and Source Exploitation, and a glossary «f intelligence 
terminology are in process of development for use in training and other purposes. Other manuals will 
be developed, as required, to meet training needs. 

(11) The Reading improvement Program is an adjunct of training in the skills and techniques of intelligence. 
The Reading Improvement Course is a 35 hour course in basic reading s ki lls designed to improve the 
reading speed and reading comprehension of Agency personnel. This course is required for all new 
professional personnel as part of the basic Intelligence Course. It may be taken by on-duty personnel 
at the request of the Office concerned* In connection with this course a screening program on indi- 
vidual and group diagnosis of reading ability and a retention program on maintenance of acquired 

.• ceding skills hare been developed. In FY 1953, 517 personnel ware trained, including 20 Department 
of State personnel. It is estimated that 875 personnel will be trained in IX 1954 because of in- 
creasing numbers in the basic Intelligence Course. In FX 1954 it i© planned to establish a Reading 
Research Method© Course designed to increase the speed of reading comprehension in research, and a 
Foreign language Developmental Reading Program to increase reading efficiency in various foreign 
languages. 

mm a m mi msm 

CD The purpose of the J unio r Officer Training Program is to provide for the selection, career preparation, 
and placement within the Agency of personnel in the junior professional grades who have outstanding 
personal and academic qualification© and high potential for development as careerists in the 
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intelligence profession. To meet the current and long-range requirements of the Agency for highly 
qualified, trained and experienced personnel in specific fields, individual programs of career prepa- 
ration are planned and developed far all junior officer personnel in accordance with their aptitude 
and interest, their previous education and experience, the results of testing and ass essmen t, the 
continuing evaluation of their performance in training and duty assignments, and the long-range require- 
ment a in the Agency fear such personnel. 

(2) Career preparation programs include basic intelligence training in each case, and one or more of the 
following* specialised intelligence training, area-language training, training in various functional 
fields, active military training and service, and on-the-job experience through temporary duty assign- 
ment to one or more offices of the Agency. The nature, scope, and duration of career preparation 
programs vary in each case, depending upon the preparation in training and. duty required for projected 
permanent duty assignments in the Agency. 

(3) The operation and development of the Junior Officer Training Program has boon successful in that junior 
officers placed in permanent duty assignments after their career preparation period have been highly 
competent, effective, and productive on the job and the Agency as a whole has benefited fSr*e their 
effort in career service. 

(4) Since its inception in 1951, 152 personnel have entered this program, 65 of them entering in FT 1953. 

In If 1953, 25 junior officers were placed in permanent duty assignments in 8 Offices and Staffs in 
the Agency. It is expected that about 95 personnel will enter the program in FT 1954, because of the 
operation of the University Consultant Contact Sregram in selection far recruitment, and increasing 
requirements throughout the Agency for junior officer personnel. 

(5) In FT 1954 it is planned to increase the efficiency of the overall operation of the program by strength- 
ening procedures for the selection and placement of junior officer personnel, by continuing e xamina tion 
and evaluation to improve the career preparation programs prescribed, by expanding the application of 
the program to include new fields of career preparation, and by increasing the precision of the re- 
quirements of the Agency for junior officer personnel. 

mm m. m smmk mmm 

(1) The purpose of aarntgenent training is to better utilize and conserve the human and physical resources 
of the Agency by advancing the knowledge and practice of the principles and techniques of effective 
management. To accomplish this purpose various management training programs aimed at various levels 
of executive, supervisory and administrative personnel have been developed or are In process of 
development. 
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The Personnel Evaluation Report Training Program was conducted for all supervisors in the Agency in 
order to train them in the use of the Personnel Evaluation Report, which is the basic instrument of 
the CIA Career Service Program. One hour group meetings were held with groups of 15-25 supervisors 
in all offices of the Agency, a total of 1200, to explain the purpose and proper use of the Personnel 
Evaluation Report. This program was initiated end completed in PS 1953. Further training in the use 
of the Personnel Evaluation Report will be provided by the administrative offices of the organisational 
components of the Agency. 

The Human Resources Program is a basic supervisory training program in human relations for supervisors 
in the Agency. It consists of small group meetings, individual conferences, and follow-up meetings 
over an extended period, designed to assist supervisors in asking the best and fullest use of personnel 
under their supervision, through the analysis and discussion of basic principles and techniques of 
management, the appraisal of work methods, and the application of concepts of effective human rata- 
ttsms. In FI 1953* 378 supervisors in 7 offices of the Agency received initial training in this 
program, with follow-up meetings to continue in FI I© 54. It is estimated that about 375 additional 
supervisors will be trained in FI 1954* making a total workload of 750 personnel. It is expected that 
this program will be instituted office by office until coverage of the Agency has been accomplished. 

The Records Management Training Program is a 20 hour basic training program in Records Management, 
designed to assist Records Officers to develop, organise and administer the Agency Records Management 
Program in all offices of the Agency. In ft 1953, 90 personnel were trained. It is estimated that 
90 personnel, will be trained in FI 1954* end that this program will be supplemented by additional 
training as the program of records management gets fully under way. 

Th<* Basic Management Course is scheduled to begin in September of FI 1954* as a 40 hour course on the 
functions and principles of management for supervisors in the Agency. ' It is planned to aim the course 
at the fowwta management problem of coordination, with the emphasis on case studies, discussion, and 
project reports based on on-the-job management experience. It is estimated that 350 personnel wall be 
trained in this course in FI 1954* 

The Administrative Support conference will be instituted in FT 1954* to resolve administrative opera- 
tional problems through systematic communication between administrative officers and assistants and 
representatives of the service offices of the Agency on subjects such as finance, personnel, etc. A 
wm thly series «f 2 hour seminar meetings are planned. It is estimated that 150 personnel will be 
trained in FI 1954. Clarily in administrative policy and coordination in administrative procedure 
throughout all levels of the Agency is the aim to be accoaplishod by this program. 

The Ex ecutive Conference is planned as a series of 1 hour conferences twiee a year with top management 
perso nnel of the Agency, in order to inform them of current management problems within the Agency and 
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to secure their interest sod support in the dereXqpaaont of sound oanageawnt policy throughout the 
igeaegr. It is estimated that 35 personnel will attend these conferences in FI 1954. 

3Z ' 

(8) As a result of the larhining requirements survey ©f the Agency, it was deterwined that asternal require- 
mats exist for management training at various levels in addition t© retirements for intsrnal program 
in this field. 4& requirements were submitted far FI 3.954* It is planned to newt requirements thr o ugh 
the developaient and arrangement of expropriate management training programs at external f acili ties, and 
through the utilisation of private Management consultant firms. 

(9) The purpose of clerical training Is to increase ccnpetence in clerical skills throughout the Agency, 
hy preparing new clerical perssnnel for their duty assignments and ty improving and developing the 
stills of on-duty clerical personnel. To accomplish this purpose, training is required for «n new 
clerical personnel, and may be requested by the Office concerned for on-duty clerical personnel. 

(10) The Clerical (fcrientatien Course is a 3 day course, designed to acquaint all new clerical personnel with 
the organization, policies, and clerical practices and procedures of the Agency. This course is now 
required by CIA Regulation for all new clerical personnel, and is prerequisite to duty-assignment in 
the Agency. In FI 1953, 816 personnel were trained. It is estiaated that 1200 personnel will be 
trained in FI 1954* Because of the value of this training it is planned to enlarge it into a five 

day program. 

(11) Clerical Induction Training in typing, shorthand, English usage and other clerical subjects is required 
on a one or two week basis for now clerical personnel who do not meet Agency standards of clerical 
proficiency or who are «mter ad-on-duty in provisional clearance status. Satisfactory completion of 
this training is prerequisite to duty assignment within the Agency. In FI 1953, 895 personnel received 
Clerical Induction Training. It is estimated that 800 personnel will receive such training in FI 1954* 

(12) Clerical Refresher Courses in various clerical subjects are available at the request of the Office oon- 
earned to inqorove and develop the skills of on-duty clerical personnel. Special courses for individuals 
or small groups are conducted to meet specific clerical training requirements of the various offices. 

All clerical refresher courses are 15 hour courses. In FI 1953, 426 personnel were trained in one or 
sore courses. It is estiaated that 650 personnel will be trained in FI 1954* It is planned to add two 
new courses to the existing program, a course in area study for clerical personnel, and a course in 
office Management for outstanding clerical personnel with potential administrative ability. Other 
courses will be developed in response to office requirements. 

ymm, mm m mi mmm 

(1) The purpose of language, area and technical training is to improve the intelligence product of the 
Agency by increasing the knowledge and skill of personnel in various fields related to their current 
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effort requires co*?>etence la scieatmc , tectmicax, iboustjx^. 




(2) Basic and 




( 6 ) 
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In FX 1953, 136 personnel were trained in area and area-language programs, which included the Far East, 
Southeast Asia, South Asia, Soviet Union and orbit, Europe, and Latin American areas. Requirements 
submitted for basic area and intensive area-language training by the various offices of the Agency 
indicate that 337 personnel will be trained in FI 1954 to Met the increasing requirements of the Agency 
for various levels of area competence in all areas. Such tr a i ning will be provided for within the 
Washington area, in so far as feasible. 


(7) 


(8) In order to promote better understanding of the intelligence, c ommand and staff functions of the Armed 
Forces and thereby promote closer coordination between the Agency and the Armed Forces, CX& has nego- 
tiated an agreement which establishes quotas for the training of qualified Agency personnel in various 
Department of Defense schools and colleges. In FX 1953, 45 Agency personnel were trained in 12 schools 
ft Tvi colleges, including 3 personnel at the National War College. It is estimated that quotas will be 25X1 
subscribed in FX 1954 and that the same number of personnel will be trained. 
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